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“*How to Submit a Claim using CNP Web" is intended
for the School Food Authorities in the state of
Arizona. All regulations are specific to operating the
National School Lunch Program under the direction

of the Arizona Department of Education.



Objectives

The Step by Step Instructions: How to Submit a
Claim using CNP Web will:

- Briefly explain claiming for reimbursement;

* Provide best practices for when to submit monthly
claims;

* Review how to log in and submit a claim;

* Review frequently asked questions;

* Review common errors that occur when
submitting a claim.



Comprehension

Check

* Throughout this guide there will be comprehension quiz questions

to test your knowledge and help you apply what you're learning.

* Be sure to review these quiz questions and the answers, available

within the guide.

* This icon will indicate a comprehension quiz question, and the

background of the slides will be a light blue like you see on this

) :°




The Step by Step Instruction will review:

Claiming for Reimbursement Slides 5-11
. Log into CNP Web Slides 12-18
HOW to SmeIt Submitting a Claim Slides 19-27
d Clalm USIﬂg Claiming FAQ Slides 28-38

C N P We b Out of Range Error Slide 39-40




Claiming for
Reimbursement




Claim for

Reimbursement

Federal reimbursement is provided for each meal
that meets program requirements and is served to
an eligible student. To obtain this reimbursement,
school personnel must accurately count, record,
and claim the number of meals actually served to
students by category, i.e., paid, reduced-price, or
free, at the point of service. The number of meals
claimed for reimbursement must have adequate
documentation on file to support the claim.




Claiming with CNP Web

* In Arizona, LEAs submit electronic site-based claims for
the total reimbursable meal counts (per F/R/P) for each
operating month.

C|aiming Wikde » LEAs will use the application CNP Web within Common
Logon.

- Based on the LEA's participation in Child Nutrition
Programs, the CNPWeb claim will provide fields for
NSLP, SBP and Afterschool Care Snack Program as
appropriate.

CNP Web




Best Practices related to Common Logon

* Users are representing the LEA and have the
responsibility to submit valid claims for reimbursement.

- CNP Web will provide an electronic date stamp
containing the user name, date and time the action

CNP Web Best occurred (i.e. submitted claim).

Practices * It is recommended to have more than one
representative have access to CNP Web to submit
claiming in the event one user is unavailable.

* If the staff member leaves the LEA, their username must
be deleted and cannot be shared among staff (ideally,
the LEA would have another the individual with already
established CNP Web access to submit the claim).




Comprehension

Check

How many people does ADE recommend have access to CNP Web in
Common Logon?

A.

Just one. The information submitted is confidential and the
fewer people who have access, the better.

At least two. This helps ensure there will be someone at the site
who can submit the claim in the event one personiis
unavailable.

Everyone involved in the food service operation should have
access to CNP Web in Common Logon.

&



Comprehension

Check

How many people does ADE recommend have access to CNP Web in
Common Logon?

A. Justone.The information submitted is confidential and the
fewer people who have access, the better.

B. At least two. This helps ensure there will be someone at the
site who can submit the claim in the event one person is
unavailable.

C. Everyoneinvolved in the food service operation should have
access to CNP Web in Common Logon.

If only one person has access to CNP Web in Common Logon and
that person is out of the office unexpectedly, or leaves their
position, the LEA will not be able to submit a claim until someone
else receives Common Logon access. Having at least 2 people with
Common Logon access will ensure there’s a backup planin the
event one person is unable to submit the claim. @
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When can | submit my claim?

- Claims submitted by the 10th of each month will be paid during
the month of submission

» Claims for current month can be submitted starting the 1st day of
the month following claim month

* Claims cannot be submitted in the current month for the month

Claiming ahead

Timeframes

November 1-10%"
Submit claim for
operating month of
October

December 1-10%"
Submit claim for
operating month of
November

January 1-10t"
Submit claim for
operating month of
December

- Claims can be submitted for previous months within the 60 day

deadline




Log into CNP Web




Go to the ADE health and Nutrition Webpage:
http://www.azed.gov/health-nutrition/

! s
) Arizona e 7. GOV

Department of Education x

HOME ALL PROGRAMS STAFF DIRECTORY CONTACT ADE FAQ SCHOOL REPORT CARDS COMMON LOGON ADECONNECT

Log into

CNP Web

HEALTH & NUTRITION SERVICES

Home | Child/ Adult Nutrition Programs ¥ | School Nutrition Programs ¥| School Health Programs | School Food Programs ¥| Memos | % Free/ Reduced |

You are here: Home .
® HNS PROGRAMS : B ) Hot Topics |
Overview of Health & Nutrition Services
Home Event Registration |
Child/ Adult Nutrition Programs The function of Health and Nutrition Services is to administer federally funded Health
and Nutrition Programs through the School Health Programs, National School Lunch, Financial lnfo sJ
School Nutrition Programs > School Breakfast, Summer Food Service, Food Distribution, Child and Adult Care
Food Service, After School Care Snack, and Fresh Fruit and Vegetable P ;
Schiool Heait Programs ood Service, After School Care Snack, and Fresh Fruit and Vegetable Programs FAQ l
School Food Programs > Hot Topics Blog Civil Rights I
= Action for Healthy Kids Grants g
Hemos How to Apply for SFSP
= How to Apply for
% Free/ Reduced = 2016 Summer Food Service Program Applications Contact US J

= 2016 CACFP Week Poster Contest
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Locate "Common Logon” on the upper right of the
webpage. Click on the Common Logon link

: FlE
A I 1<2:G.11 d Font+ | Font-

Department of Education

HOME ALL PROGRAMS STAFF DIRECTORY CONTACT ADE FAQ SCHOOL REPORT CARDS COMMON LOGON ADECONNECT

»

Log into

CNP Web

HEALTH & NUTRITION SERVICES

Home | Child/ Adult Nutriion Programs | School Nutriion Programs | School Health Programs ¥| School Food Programs Y| Memos | % Free/ Reduced |

You are here: Home

® HNS PROGRAMS : . _ Hot Topics |
Overview of Health & Nutrition Services
Home Event Registration |
Child/ Adult Nutrition Programs The function of Health and Nutrition Services is to administer federally funded Health
and Nutrition Programs through the School Health Programs, National School Lunch, Financial Info m
School Nutrition Programs > School Breakfast, Summer Food Service, Food Distribution, Child and Adult Care
Food Service, After School Care Snack, and Fresh Fruit and Vegetable Programs.
School Health Programs > g 9 FAQ I
School Food Programs > Hot TOpiCS BlOg Civil Riahts l
= Action for Healthy Kids Grants g
Memos
= How to Apply for SFSP
% Freel Reduced = 2016 Summer Food Service Program Applications Contact Us I

= 2016 CACFP Week Poster Contest



A new webpage will load. It should look like this screen:

4

COMMON LOGON

The gateway to secure data transactions and information

Username:

Passwaord: Continue >>

o Please note that our web pages have new functionality which will log you out and take you back to this page if your session remains idle for too long a period of time.

» We have changed our practices regarding passwords and user accounts. Click here for Current Password Process.

o If you have lost your password Click here.

n
I O g I l l t O « Tolaunch an application the user must have a valid username and password and must agree that, by using that username and password, they will abide by the ADE Acceptable Use Policy.

o Any questions related to Common Logon account, please contact the ADE Support Center at (602) 542-7378 if you are in the Phoenix area. Outside the Phoenix area (866) 577-9536 or E-mail enterprise@ade.az.qov. Or Click here for more information.

( N P We b o Check the MIS Bulletin Board for the latest news and information.

You must have a user name and password in order to access
Common Logon.

At http://www.azed.gov/health-nutrition/nslp/program-forms/

1.  Readthe Online Training Manual

2.  Complete the Requesting Common Logon Permissions for NSLP,
and send to ADE.

3.  Receive Common logon username and password in 7-10 days
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Log into

CNP Web

Enter your Username and Password.

COMMON LOGON

The gateway to secure data transactions and information

Username:

Password: Continue >>

o Please note that our web pages have new functionality which will log you out and take you back to this page if your session remains idle for too long a period of time.

o We have changed our practices regarding passwords and user accounts. Click here for Current Password Process.

o If you have lost your password Click here.

o To launch an application the user must have a valid userame and password and must agree that, by using that username and password, they will abide by the ADE Acceptable Use Policy.

o Any questions related to Common Logon account, please contact the ADE Support Center at (602) 542-7378@ if you are in the Phoenix area. Outside the Phoenix area (866) 577-9636@ or E-mail
enterprise@ade.az.gov. Or Click here for more information.

o Check the MIS Bulletin Board for the latest news and information.

16



Log into

CNP Web

Click on CNP Web.

The gateway to secure data transactions and information
Common Logon Application Menu

# CNP Verification
“® CNPWeb
% LEA Profile

Change Profile

17



Log into

CNP Web

At the top of the webpage, click on Claims.

Arizona Departiment of Education

J()’ C f 1la Nuti '._ |F_r ::_::'::_1' 1

NSLP

Home

You are in NSLP Home

18



Submitting a Claim




Submitting a

Claim

Claims are submitted monthly. Use the search below to
access the month you are wanting to submit a claim for.

NSLP
NSLP Claims Index for September 2015

You are in NSLP Home > NSLP Claims Index

If you do not see certain Claims it may be due to security settings in place for your logon,
Use the drop-down lists to make your selections and dick “Apply”,

You must enter ateast one character for a Name search, or at least one numeric digit for a (DS search,

Program Year: |2[]16. Month: |September Apply
Search for: ISponsnr . where IName. contains | ‘

You can enter search criteria in

Clicking "Apply' will find Sponsors or Sites whose names contain the entered text or whose CTDS numbers begin with the entered text,

Using the drop down, make
your program year and
month selections. Then
click Apply.

20



The page will load and a list of all sites will show. A claim
will be submitted for each site.

NSLP
NSLP Claims Index for September 2015

You are in NSLP Home > NSLP Claims Index

If you do not see certain Claims it may be due to security settings in place for your logon.

Use the drop-down lists to make your selections and dick "Apply™.

Clicking "Apply’ will find Sponsors or Sites whose names contain the entered text or whose CTDS numbers begin with the entered text.
You must enter at least one character for & Name search, or at least one numeric digit for a CTDS search.

n n
; U l I I Ittl l l a Program Year: |2016] v| Manth: |September Apply

Search for: |Sponsor where |Name contains |a|han'|bra Expand All Collapse All

C | a I l I l Alhambra Elementary District (07-04-68)

» View Meal Service Summary

» View Payment Summary

» View Accounts Payable/Receivable
» View Advance Summary

Ja;:llt::;rlrra College Preparatory High School (07-85-54-001) C I i c k C re ate N ew C Ia i m to

} Create New Claim -«

Ahambra Traditional School (07-04-68-101) beg i n th e p rocess Of

» Create New Claim
Andalucia Middle School (07-04-68-102) " " "
> crste ew com submitting claims.
Barcelona Middle School (07-04-68-104)
» Create New Claim
Carol G. Peck Elementary School (07-04-68-105)
» Create New Claim
Catalina Ventura School (07-04-68-106)
» Create New Claim




Entering meal counts into a Site Claim

Claims
NSLP Site Claim

You are in NSLP Home > Claims Index > NSLP Site Claim

7, Help | >3 Logoff

Enter the information into the form. For meal quantities that are unknown or none served, enter zero (0). Click Save to save your changes or click Cancel to disregard your changes since the last save. Be sure to enter only whoke numbers (no decmals/cents).

Annie Kellond Elementary School

(10-02-01-275)
Regular Claim

Breakfast - Severe Need

Number of Days Served:

Free Meals Served:

Reduced-Price Meals Served:

Paid Meals Served:

Total Meals Served:

Participants Approved for Free Meals:

Participants Approved for Reduced-Price Meals:

Participants Approved for Paid Meals:
Participants Enrolled:

Lunch - High Rate

Number of Days Served:

Free Meals Served:

Reduced-Price Meals Served:

Paid Meals Served:

Total Meals Served:

Participants Approved for Free Meals:

Participants Approved for Reduced-Price Meals:

Participants Approved for Paid Meals:
Participants Enrolled:

Afternoon Snack - High Rate
Number of Days Served:

Free Meals Served:

Participants Enrolled:

Attendance Factor

Attendance Factor:

Created by Dina Hansford on 2/9/2012 at 12:54:50 PM
Modified by Dina Hansford on 2/9/2012 at 12:56:40 PM
Submitted by Dina Hansford on 2/9/2012 at 1:05:24 PM

20
1695
191
122
2008
277
49
158
484

20
4622
748
1235
6605
277
49
158
484

20
1084
484

94.77 %

Sponsored by Tucson Unified District (10-02-01)
2012 Program Year

January

Original Claim

Paid

Enter number of days breakfast was served during the claim month. i

Enter number of free breakfasts served during the claim month. l

Enter number of reduced breakfasts served during the claim month '
Enter number of paid breakfasts served during the claim month. I

The program will add up the breakfasts automatically [

This is the number of students eligible for free breakfasts. This number can change throughout the month; always choose the highest number eligible for the menth. I

This Is the number of students eligible for reduced breakfasts. This number can change throughout the month; always choose the highest number eligible for the month. .

This is the number of students eligible for paid breakfasts. This number can change throughout the month; always choose the highest number eligible for the month.

Enter total number of students enrolled during the claim month. This number may not match the total of approved participants for free, reduced and paid meals. I

Enter number of days lunch was served during the claim month i

Enter number of free lunches served during the claim month. r

Enter number of reduced lunches served during the claim month. .

Enter number of paid lunches served during the claim month. [_

The program will add up the lunches automatically. [

This is the number of students eligible for free lunches. This number can change throughout the month; always choose the highest number eligible for the meonth. .

This is the number of students eligible for redueed lunches. This number can change throughout the month; always choose the highest number eligible for the month. .

This is the number of students eligible for paid lunches. This number can change throughout the month; always choose the highest number eligible for the month. I

Enter total number students enrolled during the claim month. This number may not match the total of approved participants for free, reduced and paid meals. I

Enter number of days snack was served during the claim month. I
Enter number of free snacks served during the claim month. I

Enter total number of students enrolled during the claim month. This number may not match the total number of approved participants for free, reduced and paid snacks. '

Attendace Factor auto-fills. *Reminder” This is the number used in the Daily Edit. I

Save Delete

Using your Daily
Edit Check, enter
in all the
information for the
meal service you
operate.

When all the
information has
been entered, go
to the next slide.
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Entering meal counts into a Site Claim

im

(10-02-01-275)
Regular Claim
Breakfast - Severe Need
Number of Days Served:
Free Meals Served:
Reduced-Price Meals Served:
Paid Meals Served:
Total Meals Served:

Participants Approved for Free Meals:

Participants Approved for Reduced-Price Meals:

Participants Approved for Paid Meals:
Participants Enrolled:

Lunch - High Rate

Number of Days Served:

Free Meals Served:

Reduced-Price Meals Served:

Paid Meals Served:

Total Meals Served:

Participants Approved for Free Meals:

Participants Approved for Reduced-Price Meals:

Participants Approved for Paid Meals:
Participants Enrolled:

Afternoon Snack - High Rate
Number of Days Served:

Free Meals Served:

Participants Enrolled:

Attendance Factor

Attendance Factor:

Created by Dina Hansford on 2/9/2012 at 12:54:50 PM
Modified by Dina Hansford on 2/9/2012 at 12:56:40 PM
Submitted by Dina Hansford on 2/9/2012 at 1:05:24 PM

> Claims Index > NSLP Site Claim

lementary School

20
1695
191
122
2008
277
49
158
484

20
4622
748
1235
6605
277
49
158
484

20
1084
484

94.77 %

7, Help | >3 Logoff

to the form. For meal quantities that are unknown or none served, enter zero (0). Click Sawve to save your changes or click Cancel to disregard your changes since the last save. Be sure to enter only whoke numbers (no decmals/cents).

Sponsored by Tucson Unified District (10-02-01)
2012 Program Year

January

Original Claim

Paid

Enter number of days breakfast was served during the claim month. i

Enter number of free breakfasts served during the claim month. l

Enter number of reduced breakfasts served during the claim month '

Enter number of paid breakfasts served during the claim month. I

The program will add up the breakfasts automatically l

This is the number of students eligible for free breakfasts. This number can change throughout the month; always choose the highest number eligible for the menth. .

This Is the number of students eligible for reduced breakfasts. This number can change throughout the month; always choose the highest number eligible for the month. .

This is the number of students eligible for paid breakfasts. This number can change throughout the month; always choose the highest number eligible for the month.

Enter total number of students enrolled during the claim month. This number may not match the total of approved participants for free, reduced and paid meals. I

Enter number of days lunch was served during the claim month i

Enter number of free lunches served during the claim month. r

Enter number of reduced lunches served during the claim month. .

Enter number of paid lunches served during the claim month. [_

The program will add up the lunches automatically. [

This is the number of students eligible for free lunches. This number can change throughout the month; always choose the highest number eligible for the meonth. .

This is the number of students eligible for redueed lunches. This number can change throughout the month; always choose the highest number eligible for the month. .

This is the number of students eligible for paid lunches. This number can change throughout the month; always choose the highest number eligible for the month. I

Enter total number students enrolled during the claim month. This number may not match the total of approved participants for free, reduced and paid meals. I

Enter number of days snack was served during the claim month. i
Enter number of free snacks served during the claim month. I

Enter total number of students enrolled during the claim month. This number may not match the total number of approved participants for

and paid snacks. '

Attendace Factor auto-fills. *Reminder” This is the number used in the Daily Edit. .

Save Delete

Click
SAVE.

To go back
to the
Claims
home
screen,
click on
the blue
menu bar
Claims.
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Once all claims have been entered and “Saved”, you
must submit the claims to ADE.

NSLP
NSLP Claims Index for September 2015

‘You are in MSLP Home = MNSLP Claims Index

CIICk Su bm It If you do not see certain Claims it may be due to security settings in place for your logon.
. Use the drop-down lists to make your selections and dick “Apply™.
A" Clalms Clicking "Apply’ will find Sponsors or Sites whose names contain the entered text or whose CTDS numbers begin with the entered text.
A You must enter at least one character for a Name search, or at least one numeric digit for a CTDS search.

Submitting a

( | a i m Program Year: I?_Ulﬁ . Manth: |SE|:|tember Apply

Search for: Sponsor where IName. contains |alhambra Expand All Collapse All

b View Meal Service Summary

b View Payment Summary

¢ View Accounts Payable/Receivable
b View Advance Summary

Reminder: You must submit your claims by clicking the link below to receive reimbursement.
b Submit All Claims

January
Mary Mcleod Bethune School (07-04-01-101)
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Submitting a

Claim

A window will pop up, you must click Yes to the
Certification Statement.

NSLP
NSLP Claims Index for September 2015

You are in NSLP Home = M5LP Claims Index VBScript: Certification Statement 1

If you do not see certain Claims it may be due to security settings in place for your logon.
Use the drop-down lists to make your selections and dick "Apply™.

1 certify that, to the best of my knowledge and belef, the site daim(s) being

Clicking "Apply’ will find Sponsors or Sites whose names contain the entered text or whose C submitted are true. correct and in accordance with the terms of the
'

You must enter at least one character for a Name search, or at least one numeric digit for a

Program Year: I?_Ulﬁ . Manth: |SE|:|tember Apply for such daims,
Search for: Sponsor where  |Mame contains  |alhambra

b View Meal Service Summary

agreement; that records are avaiable to support the dams; that al
aporoved sites were operated; and that payment has not yet been received

Yes No

X

b View Payment Summary
¢ View Accounts Payable/Receivable
b View Advance Summary

Reminder: You must submit your claims by clicking the link below to rec
b Submit All Claims

January
Mary Mcleod Bethune School (07-04-01-101)

Click yesto
complete the

submission.
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What must you do to submit your claims?
A. Click Save at the bottom of each claim. This submits it to ADE.

B. Email your specialist when all claims have been filled out. They

Comprehension will click submit from their office.

Check C. Click on Submit All Claims above the month and certify the
information is accurate.

&
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Comprehension

Check

What must you do to submit your claims?
A. Click Save at the bottom of each claim. This submits it to ADE.

B. Email your specialist when all claims have been filled out. They
will click submit from their office.

C. Click on Submit All Claims above the month and certify all
information is accurate.

Claims are not submitted until you have clicked the Submit All
Claims button and certified that the information is complete and
accurate. Refer to slides 24 and 25 for guidance on where these 2
buttons are located.

&
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Frequently Asked
Questions




Submitting a

Claim

How am | sure the claim was submitted?

* You must hit the “"Submit All Claims” link located under the red
reminder.

Reminder: You must submit your claims by clicking the link below to receive reimbursement,
v Submit All Claims

* Claims must be in submitted status to receive reimbursement.

February
Agua Caliente School (10-02-13-105)
b View Site Meal Service Summary

Action Paid Revision Type Status Last Edited  Last Action
View QOriginal Regular Claim Submitted 03/01/2012 7:10a  Submitted by Cathy Dohoney on 03/01/2012 at 7:27 AM

- Claims left in pending status are not considered timely. Claims left
in this status will not be paid.

* When looking at the Submitted to Accounting date, add 10
business days to estimate check mail date or call the payment
information line at (602) 542-5300.

29



Revising a

Claim

Am | able to revise my claim?

- Claims, even in submitted status, can be revised up until the 10t
and all reimbursement will come together in that month.

- Revised claims may be submitted after the original claim has been
paid and the additional amount will be added to the next claim.
The revision must be submitted within 6o days.

30



Revised Claim

If | accidently revise my claim, what do | do?

Any claim in pending or submitted status can be deleted.
Go into the claim by clicking on the Edit link, scroll down
to the bottom of the page, and click on Delete. A box will
pop up asking you to confirm that you want to delete.
Click on delete and the claim will be deleted
permanently. Zeroing out the information boxes on the
claim will not eliminate the claim and could cause an
issue in the future if accidentally submitted.

31



Can | combine two months in one claim?

- At the beginning of the school year, the first two claims
may be combined if not more than 10 days of program
operation occurred in the first month.

- At the end of the school year, May and June claims may
be combined if not more than 10 days of program
operation occurred in June.

Combining

Claims » June and July claims may not be combined due to the

reimbursement rate change in July.

* The end of the federal fiscal year claim (September)
cannot be combined with the beginning of the next
federal fiscal year claim (October).

32



60 Day

Timeframe

It is December 10th and | am submitting the
November claim but see that | forgot to submit my
October claim in November. When is it too late to
submit the October claim?

Claims can be submitted for previous months within 60
days from the end of the claim month.

For this example, the claim month is October. The last
day to submit the October claim is December 30t" (60
days from October 31°).

33



One-Time

Exception

What if | need to submit a claim, but it is past the 60
days?

First time claims or upward revisions of claims 6o days
past claim month can only be submitted as a One Time
Exception, which can only be used once every 36
months. To check your eligibility, contact Mary
Nesteruck.

If you are eligible to use the one-time exception, use the
form “Request for One-Time Exception Form” found on
the Financial Information for Health and Nutrition
Services webpage: http://www.azed.gov/health-
nutrition/financial-information/.

34
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What is a One-Time Exception and how often can it be used?

A. The One-Time Exception allows you to make one revision to
your claim, and it can be used every month.

: B. The One-Time Exception allows you to submit or revise a claim
Comprehens|on after the 60 day deadline has passed. It can be used once every

Check 36 months.

C. The One-Time Exception allows you to submit one inaccurate
claim. It can be used once per year.

&

35



Comprehension

Check

What is a One-Time Exception and how often can it be used?

A. The One-Time Exception allows you to make one revision to
your claim, and it can be used every month.

B. The One-Time Exception allows you to submit a claim or do
an upward revision after the 6o day deadline has passed. It
can be used once every 36 months.

C. The One-Time Exception allows you to submit one inaccurate
claim. It can be used once per year.

All claims must be submitted and revised within 6o days of the end
of the claim month. If a claim needs to be revised to increase the
amount of reimbursement received, or if a claim needs to be
submitted after this 60-day deadline, the One Time Exception can
be used. It is only available one time per LEA in a 36-month period.

&
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Direct Deposit

How can | do a direct deposit?

Direct deposit (ACH) is the recommended form of reimbursement.
The State of Arizona Direct Deposit Form can be found on the ADE
website at http://www.azed.gov/health-nutrition/financial-
information/ under the Forms and Instructions Heading. Fill out the
form as instructed and mail it to the address at the top of the form.
The Arizona General Accounting Office (GAO) is responsible for
verifying and entering the financial information submitted by the
sponsor. ADE does not have access to the form or the financial
information contained within it. Any questions regarding this should
be directed to the Arizona GAO at 602-542-5601.

Once the information is verified and the sponsor is authorized for
direct deposit, | will change the reimbursement type to direct
deposit. After the first deposit, the sponsor will receive a request to
verify the deposit from the GAO. If not verified, the reimbursement
type will be changed back to reqular check. If the request is returned
as verified, reimbursements will then continue to be paid as direct
deposit until the sponsor requests the GAO in writing to
discontinue.
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Reimbursement

Rates

What are the Reimbursement Rates?

Arizona Department of Education (ADE) posts reimbursement rates for the
National School Lunch Program and School Breakfast Program as soon as possible
after July 1 on the ADE webpage titled Program Forms. These reimbursement rates
are in effect from July 1 through June 3o0.

There are two different types of reimbursement for NSLP and SBP based on lunch
claims submitted two years prior.

* NSLP: reimbursed at the Regular or High Rate

* To be eligible for the high rate, 60 percent or more of a sponsor's total
lunches served in the second preceding year (two years earlier) must have
been served free or at a reduced-price.

* SBP:reimbursed at the Regular or Severe Need Rate

* To be eligible for the severe need rate, 40 percent or more of a site’s total
lunches served in the second preceding school year (two years earlier)
must have been served free or at a reduced-price.

Menus certified by ADE will receive an additional six cents of reimbursement in
addition to the standard reimbursement rates for free, reduced-price, and paid
lunch meals only. Additional reimbursement is not available for breakfast meals.
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Out of Range Error




What should | do if | am receiving an “out of range” error?

- When a saved claim shows an out of range error, double check
claim entries to verify all information is correct.

* Check the ADE established attendance factor. An error will occur if
actual attendance is higher.
- If the established attendance factor is incorrect, fill out the

Attendance Factor Calculation Sheet and fax it to the Health &
Nutrition Services Unit, Financial Services.

« Public Schools use an attendance factor that is based on information
from the 4oth Day Report.

* State Schools, Correctional Institutions, and Residential Child Care
Institutions use a 99% attendance factor.

"Out of Range”

Error
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Technical Assistance

If you have any questions about
submitting a claim,

contact

Finance and Operations Claims
Specialist: 602-542-8700



In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA)
civil rights regulations and policies, the USDA, its Agencies, offices, and emdoloyees, and
institations participating in or administering USDA programs are prohibited from
discriminating based on race, color, national origin, sex, disability, age, or reprisal or
{jegc[z)lfgt/on for prior civil rights activity in any program or activity conducted or funded by

Persons with disabilities who require alternative means of communication for program
information (e.g., Braille, large print, audiotape, American Sign Lan_7uage, etc.) should
contact the Agency (State or local) where they applied for benefits. Individuals who are
deaf, hard of hearing or have speech disabilities may contact USDA through the Federal
Relay Service at (800) 877- 33;);. Additionally, program information may be made
available in languages other than English.

To file a program complaint of discrimination, complete the USDA Program

Discrimination Complaint Form, AD-3027, found online at

http://www.ascr. usda.%ov(comglaint filing cust.html, and at any USDA office, or write

a letter addressed to USDA and provide in the letter all of the information requested in

the form. To request a copy of the complaint form, call (866) 632-9992. Submit your

completed form or letter to USDA bﬁ:/: 1) mail: U.S. Department ofq riculture, Office of
ts

the Assistdnt Secretary for Civil Rights, 1400 Independence Avenue, SW, Washington,
D.C. 20250-9410; (2) fax: (202) 690-7442; or (3) email: program.intake@usda. gov.

This institution is an equal opportunity provider.
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